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ABSTRACT
This module on staff development is intended to help

guidance personnel in a variety of educational and agency settings to
assess staff members' needs and competencies related to program
development and provide appropriate learning activities for them. The
module is one of a series of competency-based guidance program
training packages focusing upon specific professional and
paraprofessional competencies of guidance personnel. Patterned after
the Performance Based Teacher Education Modules developed at the
National Center for Research in Vocational Education, the modules
teach competencies for planning, supporting, implementing, operating,
and evaluating guidance programs. The module follows a standard
format that includes the following components: (1) an introduction
that gives the user an overview of the purposes and content of the
module; (2) a section that provides information about the module goal
and a list of the competencies covered in the module; (3) a reading
containing information on each of the competencies; (4) learning
experiences consisting of an individual activity, individual
feedback, and a group activity; (5) evaluation techniques that can be
used to measure what workshop participants need prior to training and
what they have accomplished through training; and (6) an annotated
list of resources. (KC)
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FOREWORD
I his oury.eling arid quidartr e program series is patterned
after the Perturrham. e Based Teacher Education modules
designed and developed at the National Center for Research
in Vocational Education under Federal Number NE -000-3-77
Because this model has been successfully and enthusiastically
recieved nationally and internationally this series of modules
follows the same basic format

This module is one of a series of competency-based guidance
program training packages focusing upon specific professional
and paraprofessional competencies of guidance personnel
The competencies upon which these modules are based were
identified and verified thrn.igh a project study as being those
of critical importance for the planning supporting implement-
ing operating and evaluating of guidance programs These
modules are addressed to professional and paraprofessional
guidance program staff in a wide variety of educational and
community settings and agencies

Each module provides learning experiences that integrate
theory and application each culminates with competency
referenced evaluation suggestions The materials are designed
for use by individuals or groups of guidance personnel who
are involved in training Resource persons should be skilled in
the guidance program competency being developed and
should be thoroughly oriented to the concepts and procedures
used in the total training package

The design of the materials provides considerable flexibility
for planning and conducting competency-based preservice
and inservice programs to meet a wide variety of individual
needs and interests The materials are intended for use by
universities slate departments of education postsecondary
institutions intermediate educational service agencies JTPA
agencies employment security agencies and other commu-
nity agencies that are responsible for the employment and
professional development of guidance personnel

The competency-based guidance program training packages
are products of a research effort by the National Center s
Career Development Program Area Many individuals institu-
tions and agencies participated with the National Center and
have made contributions to the systematic development
testing and refinement of the materials

National consultants provided substantial writing and review
assistance in development of the initial module versions over

1300 guidance personnel used the materials in early stages of
their development and provided feedback to the National
Center for revision and refinement The materials have been

or are being used by 57 pilot community implementation sites
across the country

Special recognition for major roles in the direction develop-
ment coordination of development testing and revision of
these materials and the coordination of pilot implementation
sites is extended to the following project staff Harry N Drier
Consortium Director Robert E Campbell Linda Pfister
Directors Robert Bhaer man Research Specialist Karen
Kimmel Boyle Fred Williams Program Associates and Janie
B Connell. Graduate Research Associate

Appreciation also is extended to the subcontractors who
assisted the National Center in this effort Drs Brian Jones
and Linda Phillips-Jones of the American Institutes for
Research developed the competency base for the total pack-
age managed project evaluation and developed the modules
addressing special needs Gratitude is expressed to Dr

Norman Gysbers of the University of Missouri Columbia for
his work on the module on individual career development
plans Both of these agencies provided coordination and

monitoring assistance for the pilot implementation sites
Appreciation is extended to the American Vocational Associ-
ation and the American Association for Counseling and
Development for their leadership in directing extremely impor-
tant subcontractors associated with the first phase of this
effort

The National Center is grateful to the U S Department of

Education Office of Vocational and Adult Education (OVAE)
for sponsorship of three contracts related to this competency-
based guidance program training package In particular we
appreciate the leadership and support offered project staff by
David H Pritchard who served as toe project officer for the
contracts We feel the investment of the OVAE in this training
package is sound and will have lasting effects in the field of
guidance in the years to come

Robert E Taylor
Executive Director

National Center for Research
in Vocational Education
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ABOUT THIS MODULE

Goal
After completing this module, career guidance per-

CONDUCTSTAFFDEVELOP- sonnel will be better able to assess staff members'
MENT ACTIVITIES needs and competencies related to program devel-

opment and provide appropriate learning activities
for them.

INTRODUCTION 5

READING 7

Competency 1 Determine the competencies needed by staff members to implement a
comprehensive career guidance program 7

Competency 2 Determine the competencies that staff members have not yet acquired by
administering needs assessment interviews and written instruments. reviewing organiza-
tional goals. plans and staff records. and making personal observations 10

Competency 3 Identify several alternative modes and sources of staff development,
describe the advantages and disadvantages of using each. and select appropriate ones
for staff 14

Competency 4 Develop a detailed plan for a staff development session that includes needs
of participants. competencies to be addressed. date and time of session. general content.
goals. objectives. learning activities. references, equipment and materials. and evaluation
procedures 18

Competency 5 Describe the steps to be followed in assisting a staff member to design and
implement an individualized professional development plan 24

Competency 6 Evaluate the program's staff development effort in terms of participants.
progress. and impact of the effort upon the agency. and make appropriate modifications 25

LEARNING EXPERIENCES

1 Determining Needed Staff Competencies 27

2 Identifying Competencies Not Yet Acquired 35

3 Identifying Sources for Staff Development 45

4 Developing a Staff Development Plan 51

5 Designing an Individualized Staff Development Plan 59

6 Evaluating Staff Development Programs 65

EVALUATION 71

REFERENCES 79
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ABOUT USING THE CBCG MODULES
CBCG Module Organization

The training modules cover the knowledge, skills, and
attitudes needed to plan, support, implement, operate, and
evaluate a comprehensive career guidance program. They
are designed to provide career guidance program im-
plementers with a systematic means to improve their
career guidance programs. They are competency-based
and contain specific information that is intended to assist
users to develop at least part of the critical competencies
necessary for overall program improvement.

These modules provide information and learning ac-
tivities that are useful for both school-based and
nonschoolbased career guidance programs.

The modules are divided into five categories.
The GUIDANCE PROGRAM PLANNING category assists
guidance personnel in outlining in advance what is to be
done.
The SUPPORTING category assists personnel in know-
ing how to provide resources or means that make it possi
ble for planned program activities to occur.
The IMPLEMENTING category suggests how to conduct,
accomplish, or carry out selected career guidance program
activities.
The OPERATING category provides information on how
to continue the program on a day-to-day basis once it has
been initiated.
The EVALUATING category assists guidance personnel
in judging the quality and impact of the program and either
making appropriate modifications based on findings or
making decisions to terminate it.

Module Format

A standard format is used in all of the program's
competency-based modules. Each module contains (1) an
introduction, (2) a module focus, (3) a reading, (4) learn-
ing experiences, (5) evaluation techniques, and (6)
resources.

Introduction. The introduction gives you, the module
user, an overview of the purpose and content of the
module. It provides enough information for you to deter-
mine if the module addresses an area in which you
need more competence.
About This Module. This section presents the follow-
ing information:

Module Goal: A statement of what one can ac-
complish by completing the module.
Competencies: A listing of the competency
statements that relate to the mooule's area of con-
cern. These statements represent the competencies
thought to be most critical in terms of difficulty for
inexperienced implementers. and they are not an
exhaustive list.

This section also serves as the table of contents for the
reading and learning experiences.
Reading. Each module contains a section in which
cognitive information on each one of the competencies
is presented

I Use it as a textbook by starting at the first page and
reading through until the end. You could then
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complete the learning experiences that relate to
specific competencies. This approach is good if you
would like to give an overview of some competen-
cies and a more in-depth study of others.

2. Turn directly to the learning experiences(s) that
relate to the needed competency (competencies).
Within each learning experience a reading is listed.
This approach allows for a more experiential ap-
proach prior to the reading activity.

Learning Experiences. The learning experiences are
designed to help users in the ac"Iievement of specific
learning objectives. One learning oxperience exists for
each comnetency (or a cluster of like competencies), and
each learning experience is designed to stand on its own.
Each learning experience is preceded by an overview
sheet which describes what is to be covered in the learn-
ing experience.
Within the body of the learning experience, the following
components appear.

Individual Activity: This is an activity which a person
can complete w'thout any outside assistance. All of the
information needed for its completion is contained in
the module.
Individual Feedback: After each individual activity
there is a feedback section. This is to provide users
with immediate feedback or evaluation regarding their
progress before continuing. The concept of feedback
is also intended with the group activities, but it is built
right into the activity and does not appear as a separate
section.

Group Activity: This activity is designed to be
facilitated by a trainer, within a group training session.

The group activity is formatted along the lines of a
facilitator's outline. The outline details suggested ac
tivities and information for you to use. A blend of
presentation and "hands-on" participant activities such
as games and role playing is included. A Notes column
appears on each page of the facilitator's outline. This
space is provided so trainers can add their own com-
ments and suggestions to the cues that are provided.

Following the outline is a list of materials that will be
needed by workshop facilitator. This section can serve
as a duplication master for mimeographed handouts
or transparencies you may want to prepare.

Evaluation Techniques. This section of each module con-
tains information and instruments that can be used to
measure what workshop 'participants need prior to train-
ing and what they have accomplished as a result of train-
ing. Included in this section are a Pre- and Post-Participant
Assessment Questionnaire and a Trainer's Assessment
Questionnaire. The latter contains a set of performance
indicators which are designed to determine the degree of
success the participants had with the activity.
References. All major sources that were used to develop
the module are listed in this section. Also, major materials
resources that relate to the competencies presented in the
(nodule are described and characterized.



How often have you read articles in a newspaper,
pi 'fessional newsletter, or popular magazine
that question whether or not counselors, teachers,
JTPA employees. administrators, and so forth
have the skills to perform their jobs'

Are you one of those individuals who has not yet
had the opportunity to acquire all your job skills
prior to employment?

Do you have employees working under your
supervision who need to improve their job skills?

If the answers are yes. then the next question is
how can you and your staff learn new skills that
will help them hecome more competent workers?

Inservice training is often used to help guidance
personnel develop new competencies Since you
have a leadership role in the planning and devel-
opment of a comprehensive career guidance
program. you are probably interested in learning
more about how to provide staff development
training This staff development module will help
you gain the competencies important to plan-
ning. conducting. and evaluating staff training
activities in your program

5

INTRODUCTION

Staff development activities should be based on
the unique needs of your own staff and program.
Through the use of this module, you will learn
how to assess the competencies needed by your
staff members, establish goals and objectives,
develop a detailed plan, describe an individual-
ized professional development plan. identify alter-
native modes and sources for use in inservice
programs, and learn about procedures for evalu-
ating inservice programs.

The following are definitions of major terms that
will be used throughout this module

Staff development - -the acquiring of skills and
knowledge needed to perfcrm the competencies
required on the job

Inservice training - -staff development received
while working on the job

Preservice training -- education and skill received
before employment

Staff development activity--a means of attaining a
desired staff development objective

Competency- -the skills and knowledge needed
to perform specific work tasks



Determining Needed Staff Competencies

Competency 1

READING

Determine the competencies needed by Staff mem-
bers to implement a comprehensive career guid-
ance program.

Your first step will be to determine the compe-
tencies needed by you and your staff to plan and
implement a comprehensive career guidance pro-
gram Remember that competencies are the skills
and knowledge needed to perform specific work
tasks within your program The following process
will help you develop a systematic list of the com-
petencies that are import-int for staff within your
own program

Analyze the Competency Needs
of Your Program

Look at your own program goals. participants,
and staff to identify general areas of needed
competencies Some oroad competency areas
that you might consider are und(standings and
skills related to the need., of special participant
groups. testing and appiaisal techniques. the
organization and use of of.cupational information
resources career planning and decision-making
procedures. designing and conducting guidance
activities at the individual, group and classroom
level program development. coordination ar d
evaluation procedures. and public strategies

Select Competencies That Others
Have Developed

You will probably find that the essential compe-
tencies needed for your program will be the same
as or very similar to other comprehensive career
guidance programs. Therefore, it will be heipful
to look at competencies which have been devel-
oped by others. Several national studies have
been conducted which have identified the essen-
tial competencies needed for planning a compre-
hensive career guidance program. Yo'i may wish
to select these. Other sources are the compe-
tency lists developed by the American Counselor
Educators Association and the National Voca-
tional Guidance Association. These are profes-
sionally verified competency lists. The references
section of this module describes sources of staff
competencies. Review these lists to identify
competencies that seem most closely related to
the competency needs that you have identified.
Sample 1 is an example of a list of competencies.

Sample 1

Competency List

1. Can interpret aptitude, achievement, and interest scores to students, faculty and staff, and
parents

2. Can design a comprehensive student testing program

7
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3. Can write a curriculum unit which demonstrates the infusion of career development goals
into a given discipline

4. Can identify and organize local manpower information

5. Can design a system which includes students in placement processes before exiting the
school

6. Can use community personnel in advisory capacity

7. Can write assessable guidance program behavioral objectives

8. Can develop auditing and supervisory methods; staff and self-monitoring systems

9. Can act as a consultant with curriculum developers in the area of careers

10. Understands both psychological and sociological meanings that are attached to the con-
cepts of work, play, and leisure

11. Can develop a simple way of classifying occupations for easy student and faculty use

12. Can organize effective work teams (counselors, students, parents, teachers. etc.)

13. Has consultation skills especially as they relate to referral agencies, faculty. peers, and
parents

14. Can design student career development assessment instruments

15. Can design faculty/staff, parent, and community assessment instruments, assessing their
perceptions of student needs

16. Can design system of assessing, analyzing, and accounting resources available for use in
career guidance

17. Able to recognize differing elements of career development theories

18. Able to recognize some specific problems of vocational choice which face racial or ethnic
minorities and women and assist them in developing choice alternatives and specifications,
if possible, of an immediately applicable choice

19. Able to demonstrate understanoing of work motivators and their relationship to job
satisfaction

20. Understands the ways in which occupational status and prestige become important to
individuals in a wide variety of occupational roles and work settings

21. Understands the process of professionalization as it affects a growing segment of the U.S.
labor force

22. Able to conduct a community occupational survey

23. Able to demonstrate an understanding of change faccors in the labor market

24. Able to demonstrate understanding of labor market terminology and unemployment



25. Has knowledge of Department of Labor occupational breakdown

26. Has knowledge of technological advances and their effect on internal and external labor
markets

27. Has knowledge of wage determinants

28. Is aware of unions' effect on industry, including ways they have precipitated economic,
social, and political change in our society

29. Has knowledge or awareness of the nature and purpose of the following programs minting
to high school age youth:

a. Skills Centers

30. Has knowledge or awareness of the nature and purpose of the following programs relating
to high school age youth:

a. Job Corps

31. Demonstrates a familiarity with local, state and federal policies and guidelines relevant to
career guidance personnel

32. Demonstrates the ability to compile and communicatea listing of the objectives, qualifica-
tions, and procedures for gaining entry in apprenticeship training

33. Demonstrates the ability to secure current, pertinent information on financial assistance
for educational and occupational preparation

34. Demonstrates the ability to develop an integrated system for community and school
personnel willing to provide factual educational and occupational information

35. Demonstrates knowledge and implications of major historical events and conditions that,
precipitated current career guidance programs

36. Demonstrates the ability to perceive and explain trends and changes important to occupa-
tional and educational planning

37. Demonstrates the ability to describe, differentiate and apply concepts of vocational devel-
opment theories in the implementation of a comprehensive, developmental career program

38. Demonstrates the ability to develop a system, including audiovisual materials, for communi-
cating pertinent occupational and educational information to students, parents, school
staff, and community

39. Demonstrates the ability to facilitate the development of program-solving and decision-
making skills as they relate to occupational and educational planning, through both
individual and group counseling practices

40. Demonstrates the ability to plan and organize career day and college day programs within
and outside the school setting

41. Demonstrates the ability to organize a viable system of visitatior s to pertinent uccupational
and vocational situations

9
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42. Demonstrates the ability to assist the instruct eerie! staff in uevising educational and educa-
tional development programs and appropriate materials for use in the classroom

43. Demonstrates the ability to implement program evaluation procedures to determine the
effectiveness of the school's educational and occupational development program

Ado Additional Competencies
Important to Your Local Needs

It is hoped that you can develop a comprehensive
list of competencies which meet your local needs

by using existing competency lists It not, you can
develop a few additional competencies to com-
plete your list

Identifying Competencies Not Yet Acquired

Competency 2

Determine the competencies that staff members
have not yet acquired by administering need assess-
ment interviews and written instruments, reviewing
organizational goals, plans and staff records, and
making personal observations.

You have identified Those career guidance com-
petencies required of you and your staff as you
plan and conduct a comprehensive career guid-
an program You have utilized resources such
as niltional career guidance systems models. pro-
fpssic.inal association validation studies. special
surveys and literature sea:cnes. state certifica-
tion or licensing requirements. and your own pro-
fewonal contributions and judgement, advisory
giciips and outside consultants

Now begins an important and critical step in staff
development You should identify the compe-
tenraes that staff members have not yet acquired
T his may he done by administering needs assess-
ment interviews and written instruments: review-
ing organizational goals. plans. and staff records:
and makiro personal observations Assessing
Heeds for staff development creates staff invol-
vement early in planning your career guidance
rrwir ani It allows your staff members to see their
,,,,q(jecaions necome a part of the program Even
th, ructh «mipetency assessemnt instruments exist.
ymi, Will probably need to design your own since
rhpie am likely unique characteristics to your

program Your instrument will include those
competencies you and your staff have deter-
mined to be necessary to plan and implement a
total career guidance program.

Sample 2 is an example of an instrument that
assesses both importance of specific compe-
tencies and the need for training related to each
competency. This type of survey can be adminis-
tered to your staff to identify high importance.
high need areas for training

When analyzing your competency assessment
results. you will find that certain skill areas will
emerge as a high priority because of the discrep-
ancies between the skills needed to implement
your comprehensive career guidance program
and the skills available. You have several alterna-
tives for removing the discrepancy between staff
needs and program needs. You may bring in an
expert to helo develop the staff needs and pro-
gram needs You may bring in an expert to help
develop the needed skills. you may improve facili-
ties and materials available to your staff members.
thereby improving their effectiveness: or you may

10
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Sample 2

Guidance Personnel Competency Survey

The following statements describe possible guidance personnel competencies (skills needed for a career guidance program).
Please respond twice for each statement. First, indicate (oy circling 1, 2, 3, 4, or 5) how important the competency is for a
career guidance program; and, second, indicate by circling 1, 2.3, 4, or 5) how much inservice help you need to develop the
competency.

Importance Guidance Personnel Competency
None Little Some Much treat

Need for inservice

None Little Some Much Great

1 2 3 4 5 1. Knowledge of sources of educational/vocational 2 3 .4 5
information

1 2 3 4 5 2. Ability to relate test scores to occupations and 1 2 3 4 5
explain the rationale for the relationship.

1 2 ,.
.., 4 5 3. Ability to use career materials, st.leN as games

and kits, in career guidance.
1 2 3 4 5

1 2 3 4 5 4, Ability to communicate about career guidance 1 2 3 4 5
program to the administration.

1 2 3 4 5 5. Ability to integrate placeme activities with 1 2 3 4 5
available systems and career guidance.

1 2 3 4 5 6. Knowledge of current career opportunities as 1 2 3
they relate to minority groups.

1 2 3 4 5 7. Ability to help toattors integrate career devel- 1 2 3 4 5
opment into the 4urriculum.

1 2 3 4 5 B. Ability to coordinate career guidance programs 1 2 3
with curriculum, instruction, and other student
personnel services.

13



Importance Guidance Personnel Competency

Non. Little Some Much Great

Need for Inservice

None Little Some Much Groat

1 2 3 4 5 9. Ability to interpret result, of program evaluation 1 2 3 4 5

to staff, parents, students and community.

1 2 3 4 5 .10. Knowledge of current career opportunities as 1 2 3 4 5
they relate to women.

1 2 3 4 5 11. Ability to develop a system for working with 1 2 3 4 5
parents regarding educational and occupational
planning for their children,

1 2 3 4 5 12. Ability to collect, synthesize, and disseminate 1 2 3 4 5
information about careers.

1 2 3 4 5 13. Ability to accurately orger,;ze and maintain stu- 1 2 3 4 5

dent data in files.

1 2 3 4 5 14. Knowledge of the role of the decision-making 1 2 3 4 5
process in career development.

1 2 3 4 5 15. Ability to relate appraisal data to the total school 1 2 3 4 5
instructional program.

1 2 3 4 5 16. Knowledge of information concerning post- 1 2 3 4 5
high school job placement and school
selection.

1 2 3 4 5 17. Knowledge of effective public relations 1 2 3 4 5

techniques.

1 2 3 4 5 18. Ability to plan and implement teacher inservice 1 2 3 4 5

for career education programs.

1 2 3 4 5 19. Knowledge of the career needs of exceptional 1 2 3 4 5

children.

1 2 3 4 5 20. Ability to select, organize, and classify 1 2 3 4 5

materials for a career resource center.



Importance Guidance Personnel Competency Need for Inservice
None Little Some Much Great None Little Some Much Great

1 2 3 4 5 21. Ability to design and concuct classroom career 1 2 3 4 5
guidance activities.

1 2 3 4 5 22 Ability to write measurable objectives for the 1 2 3 4 5
guidance program.

1 7 3 4 5 23. Ability to help teachers relate course work to 1 2 3 4 5
student's future life planning.

1 2 3 4 5 24 Knowledge of instruments available fcr 1 2 3 4 5
measuring of vocational development

1 2 3 4 5 25 Abilty to design a system to evaluate ceruer 1 2 3 4
guidance objectives.

((Impvtf.,)( y ,Iif vVy
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even decide that continued lob experience would
be the most efficient means of upgrading staff
members' identifying alternative modes and

sources of staff aevelopment, weighing the advan-
tages and disadvantages. and selecting the most
appropriate ones for you and your staff's program

Identifying Sources for Staff Development

Competency 3
Identify several alternative modes and sources of
staff development, describe the advantages and
disadvantages of using each, and select appropriate
ones for staff.

There are many sources of help for staff develop-
ment You should consider the following sources:

Current staff members

Community members or agencies
(JTI-!\ state employment services, mental
health local education institutions. and so
forth)

Colleges and universities (courses. staff
members)

Professionals

Business and industry

Professional organizations (conferences.
position paper pi Ihllcations, workshops)

Commernal firms and outside consultants

County governmental agencies

State governmental agencies

Check your nearest sources first. You may wish
to use members of your staff who have the exper-
tise and can strengthen their own skills while
teaching them to others on the staff. Career guid-
ance programs in other settings (schools, agen-
cies) can provide you with practical information
and training. Many sources such as your state
and local governmental agencies, local school
district, and universities may provide services
free of charge since this is an activity often
required of them in order to receive funding.

There are many modes and sources of staff
development available. Sample 3 is taken from a
California state Department of Education publi-
cation You can use this to help decide whether or
not an activity is to your advantage or disadvan-
tace Also. you may wish to use the format and
provide additional modes and sources.



Sample 3

Delivery Methods

Method Group Size Cost
Facilities and

Equipment Major Features Caution

Lectures Should be considerea
when group is over
20 people

Depends on speaker
(free to $1,000
per day)
Cost may be shared
with other districts

Adequate size room
Microphone
Visual aids
Comfortable seats

Useful In introductions or
overviews
Effective when providing
factual information or
explanations
A lecturer can cover In 5
minutes whet It might take
30 minutes to cover in a
group

Boring if speaker not
organized or not
easily heard
Provisions need to
be made for feed -
back and practice
Lectures impart
knowledge more
easily than they
change attitudes

Reading
Materials

Individual Cost varies
May be bought or
borrowed

Access to journals,
ERIC, conference
reports, mono-
graphs, disserta-
tions

May provide an overview
and/or specific informa-
tion
Best suited fore self-
motivated learner

Weds!: may be
difficult to obtain
Provisions need to
be made for feed-
beck and practice

Graphics
(including
charts, graphs,
bulletin boards,
flannel boards,
posters, and
cartoons)

Can be adjusted to
large group, small
group, or individ-
ual needs

Can be elaborate
or done simply
and locally for
less

Made from whatever
materials available
Need display area

Indicate basic relationship
Help staff recall key con-
OPte
Atom Interest
Serve as productive
stare decorations

Should be brightly
colored to arouse
interest
Should be lergeond
simple enough to be
understood by all

Auditory Aids
(including cas-
settes, tape
recorders, and
record players)

May be adjusted to
large groups, or
individual needs

Commercially pro-
duced tapes and
moor& more ex-
pensive thin
locally developed
tapes

Calego POVort,
record OtiVarli
and tape reorders
may be ranted

Players for topes
or records
Tapes or te0Ords
Store. for MOO,
readmit, and
players

May provide Interest by
#111### life ;

Check for matinee,
clarity of sound

Mintldis nseahIntl
fo Oivarif iileclisani-

A1111401
for
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Sample 3 (continued)

,Amirmia!w.unami.71171001011.11

Gm* Sin

mlimillm11011101111,
Futilities sad

*Rol

Films, Slides, Can'in adjUited10: 001000011iliv pra.;.
and Filmstrips law grouts, or ducco-iiiMiViregas.

Individual needs $1,000 per running
minute
You may rent films
for less
You may share costs
with other districts

*Production and
stereo *Intim
Projlitor
Screen

*Dark room
Adequate acoustics

Me* f0fiefes

tieafbleefifii.ittbduCtIon
**1140f, .4

May' oVerseene *gum and
experlintal Wells
Proitide *Mot action
difhouh too Observe
finthind
MeV be rstopped and
played soon
Often used to motivate,
to dramatis*, or to pose
problem

01111101

liChecit commercially
made for relevance
Maintain machines
to prevent mechani-
cal failure
Maki sure all
participants can see
and hoer
Make provisions for
participants to react
to presentation

Demonstrations
(including
exhibit and
field trips)

Can handle large Vary with travel Room where all Motivate staff
numbers of people Lodging can hear Expose staff to new
often in groups Entrance fees A camera or methods and materials

Consultant fees recorder to docu-
ment demonstration

Prepare staff to try
out new skills

Check demonstra-
tion content for
relevance before
attending and again
before applying
what you saw or
heard to your par-
ticular situation

Programmed Individual
Learning
(student works
his/her way
through a series
of small steps
within feedback)

Cost varies
Expensive to
develop unless
used by large
numbers of
people

Books
Learning machines

Suited to a self-motivated
learner who has needs in a
specific field that are
not necessarily related to
the needs of other staff
members

Check for relevance

Videotapes May be adjusted to Expensive, but Camera Staff members' performance Staff must agree to
large groups, or may be shared Tapes may be played beck and being videotaped
small group needs with other Playback equip- analyzed Equipment must be

districts or ment Tape may serve as a modes maintained to guard
rented Storage facilities for new staff members against mechanical

failure
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Sample 3 (continued)

Method Group Size Cost
Facilities and

Equipment Major Features Caution

Discussions
(inclUding
buzz sessions,
and brain-
storming)

2.20 people in any Depends on leaders Quiet, comfortable
one group fees location

Centralized confer.
ences may have
better facilities
and equipment
than local districts
can afford

Share, develop, and refine
participants' attitudes and
skills

Can get off the sub
ject and be time-
consuming if not well
directed
Topic should be in-
vestigated for Me-

_ vanes and again
before generaliza-
tions are made that
affect your program
Group members must
learn to tolerate
differences in opinion

Simulations 8-25 per group Depends on leader's May be spontaneous
(including Less than 8 people fees, elaborateness or structured with
laboratory
experiences,
role playing,
case analyses,
in-basket
techniques)

may provide too
little group input

of props script and props

Direct Individual Pay as you go A program similar
Experience
(including

and/or
You pay a

in resources,
students and

apprenticeships,
job rotations,
and supervised
implementation)

university to
supervise you

objectives to
the one in which
you will serve

Conceptualize what
participants already know
Work on attitudes as well
as skills
Participants should
have some basic knowl-
edge of the skills
Involved

Need to create an open
atmosphere In which
participants are com-
fortable sharing their
attitudes and skills

indepth learning
High degree of retention
May be for varying
lengths of time

Contract with employer
or supervisors to
receive varied, relevant
training In specific
areas
Make sure program in
which staff member is
training is using wild,
upto-tiate Methods
Provide for frequent
checks on participant's
progress

From A Planning Model for Developing a Carter Guidance Cuff/cu/um by Pupil Personnel Services California State Department of Education
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Developing a Staff Development Plan

Competency 4

,Develop a detailed plan for a staff development ses-
sion that includes needs of participants, compe-
tencies to be addressed, date and time of session,
general content, goals, objectives, learning activi-
ties, references, equipment and materials, and evalu-
ation procedures.

Now that you have determined your staff devel-
opment competencies, you are ready to begin
designing your staff development program The
first step is to establish goals and objectives for
the program You may wish to review Module
CG A-5 Build a Program Planning Model. The
goals and objectives will provide you and your
staff with a course ot action to take in implement-
ing the staff development program Your program
may be designed as a series of workshops or
inservice activities The goals should be stated in
performance terms. and should describe what
each participant will be able to do as a result of
the inservice activities The goals should be
stated in performance terms. and should describe
what each participant will be able to do as a result
of the inservice activity. The skills and knowledge
gamed by the participants as a result of expe-
riencing an inservice activity are called outcomes.
The outcome of the first inservice session may
affect the goals and participant outcomes of the
next inservice session You may wish to choose a
series of goals and participant outcomes that
could be implemented during the course of a
year

The staff development program should be de-
signed so that the participants can apply their
now skills and knowledge soon after the inservice
dctivities Conduct the inservice activities at times
when participants will he fresh arid alert. rather
than after the workday or in the evenings Staff
development may be conducted during weekends.
vacations or released time. and regular work
hours The level of staff members' skill deficien-

II-, phis hticidet limitations will help determine
the total number of hours you wish to spend on
'.t,iff development activities

Budget limitations may detemine what sources
you use and what degree of skill training you will
beable to provide. For example, if adequate funds
are not available, you may not be able to hire
consultants; and instead will have to read their
publications. In any case, always explore the
nearest and most reasonable sources you have.

Once the staff development plans are made, par-
ticipants should be informed of the associated
details. In most cases you will have involved them
in the planning and development of the program;
therefore, you will want to be sure housekeeping
details such as lodging, meals, and travel are
thoroughly explained and understood. A check-
list of what needs to be done, who is responsible,
and when it is to be accomplished will help you in
organizing and implementing your staff devel-
opment program.

The following checklist includes planning and
implementation considerations relevant to many,
staff development strategies. On this checklist,
you will find tasks related to preparing partici-
pants, consultants and speakers, facilities, and
materials and equipment, as well as considera-
tions related to timing, environment. and closure.

Under all headings on the checklist, spaces have
been left fr r you to add tasks relevant to the
strategies you plan to use in your setting. Study
the points on this list, add to them. and use this
checklist when planning and implementing staff
development strategies

18
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Sample 4

Staff Development Checklist

Prepare Participants

Explain what procedures will be followed (visits, tests, groupings, etc.)?

Explain whit participants will be seeing or hearing (What is significant? What should they
look for?).

Explain tc participants all travel, meal, and lodging arrangements.

Obtain suggestions from participants that might make the strategy Mori

Provide participants with incentives for participating in staff dCovelopment
These can include--

stipends,
release time,
higher pay after training.
personal satisfaction of sharing new ideas with experts, and
more responsible position after training.

Prepare Consultants and Speakers

Explain the characteristics of staff members with whom she/he will be working. (What do
staff members already know? What do they enjoy? With what do they need help?)

Negotiate a firm contract statidg responsibilities and fees.

Provide for meals, lodging, and transportation of consultant or speaker.

Provide a schedule of all inservice plans.

19
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Prepare Facilities

Have facilities cleaned.

Have extraneous materials put away.

Have moveable seats if you plan io divide the participants into groups.

Provide adequate lighting, heating, and ventilation.

Provide ashtrays.

Provide good writing surfaces.

Provide for snacks, donuts, coffee, and/or lunch.

Prepare Materials and Equipment

Order or develop materials (charts, filmstrips, etc.).

Order equipment for showing or displaying materials.

Preview materials to see that they are appropriate and in working order.

Practice using equipment.

Arrange materials in order of use, preferably out of the sight of the audience (if they are
charts or posters) so as not to be distracting.

Make sure that there are enough handout materials for participants (chalk, books, pencils,
paper).

Set up a public address system if needed.

Timing

Begin the sessions on time. Set closing times and stop then.

Provide breaks every 1 or 2 hours as needed.

Present as much important information as possible before lunch when participants are
fresh.



Vary the pace (alternate lectures with media presentations and group discussions).

Allow adequate time for all presentations.

Environment

_ Accept criticism and disagreements.

Encourage all in attendance to participate.

_ Frequently summarize participants' progress toward staff development objectives. Set a
relaxed, friendly tone, but make clear the seriousness of the purpose. Watch body lan-
guage and facial expressions, and keep concerns and doubts out in the open where they
can be resolved.

Encourage questions and discussion.

Ask questions of your own if participants are slow to start.
Repeat questions so all can hear.
Look up a response you are unsure of and report back to the group.

Closure

Summarize progress made.

Plan future activities.

Gather participants' reaction to the worth and intent of staff development sessions by--

taped feedback,
questionnaires,
interviews, or
discussion.

Determine whether participants have attained the staff development objectives by--

questionnaires,_ demonsh ations,
on the job performance,

_____ tests, or
interviews.
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Plan evaluation activities some time after the staff development sessions to see if partici-
pants are really using what they learned.

Feedback the results of the evaluations to participants.

Use evaluation results to plan future stiff development programs.

During the staff development session you shou'd
create an environment that will encourage total
participation Questions are to be encouraged
and you must be wiling to accept criticism and
disagreement Use a variety of activities such as
role playing simulation, interviews, panel dis-
cussion. brainstorming. and field trips into the

Goals

community Involve you and your staff as active
participants rather than passive listeners At the
end of each activity, you should summarize the
progress made, plan future activities, and obtain
evaluators' reactions to the work and intent of the
staff development session. Sample 5 is a plan for
a staff development activity

Sample 5

Sample Staff Development Activity Plan

Participants will become acquainted with and informed about the careerdevelopment concept
and its relationship to the total educational system (K-12).

Participants will become aware of their role in the planning and implementing of .the career
'development concept within the total curriculum.

Objectives

1. Participants will acquire a working knowledge of career development and the career
guidance program structure being implemented in the system during the current school
year.

2. Participants will identify the major ideas of their teaching units so that they can begin to see
their career implications.

3. Participants will examine a wide variety of teaching techniques that lend themselves to
guidance implementation.
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4. Participants will develop and plan a variety of strategies and activities for implementing a
given objective and discuss an evaluation method for these activities.

5. Participants will examine and evaluate commercially prepared career education materials
to ascertain where they would be used in their teaching.

Procedures

A representative team of teachers from each momentary school will meet in either a 4-1/2-day
workshop or 3-1/2-day workshop depending upon whether they have already attended an
introductory career guidance workshop.

At the middle school workshops, a nucleus made up of either a turn, unit, or learning commu-
nity from each middle school will meet in either a 4-1/2-day workshop of 3-1/2-day workshop
depending upon whether they have already attended an introductory career guidance,
workshop.

Activities will include: a large group presentation on the career education concept: lar yid
small group discussion of goals and objectives of the career guidance program which wore
developed from the "we agree" statements by elementary teachers and the need assessment
reaction sheets by middle school teachers: small group discussion of teaching units and
techniques; small group and individual development of activities and strategies fora given
objective; and large and small group examination of commerically prepared career guidance
materials.

Evaluation

Participants will answer a pre- and postquestionnaire.

Upon completion of the basic program model and activities, participants will answer a work-
shop evaluation survey.

Participants will evaluate specific activities tried in the classroom by completing activity
evaluation /checklist sheets.

Evaluation Form 1

1. What difference did you see in the infused curriculum and the traditional one/Check one.

a. None b. Very little 0. A lot

2. Hay been teaching career education all along?

a. '1 b. Undecided c. No

3. Was this experience helpful to you?

a. Yes b. Undecided c. No

4. Would more of these be beneficial to you?

a. Yes b. Undecided c. No
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5. Which do you think is better, the traditional type of curriculum or the infused career develop-
ment type?

a. The former b. Latter c. Undecided

Evaluation Form 2

1. What presented most problems on your program?

a. Materials b. Methods c. Not sure

2. Which methods proved most effective?

3. Which materials proved most beneficial?

4. Which materials and methods do you recommend over all others?

5. Were any materials or methods better for specific groups?

a. Yes b. No c. Don't know

Designing an Individualized Staff Development Plan

Competency 5
Describe the steps to be followed in assisting a staff
member to design and implement an individualized
professional development plan.

It may not he necessary or practical to design
«fflipretionsive staff development activities for
competenr les which are needed by only a few
staff In these competency areas. you can develop
individualized professional development plans

T yoil would follow in assisting a staff
member to design and implement an individual-

protes,,,Ional development plan are basically
the same steps taken in designinc, your total staff
development program Complete these steps col-
kihnoitively with the staff person

11,.tor mine the competencies that are essen
thr. work. Of the staff person

lilr,ritify ?H. skill.; arm knowledge that the
ecedr, to) ,-;tr.rigttlen

24

Establish a date and time for attaining the
skills and knowledge

Identify resources to help the staff member
develop these skills

Establish attainable goals based on a skills
need assessment and available sources

Develop specific individualized objectives
and measureable outcomes (Use Module
CG A-5 Build a Guidance Program Plan-
wog Model

Identify specific learning activities and
procedures that will enable the staff member
to attain desired skills and knowledge
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Pruvide references and resources for the
staff member to use that would enhance
individualized staff development activities

Provide any equipment and materials that
are essential for completing the activity

Conduct a follow-up to determine whether
the staff member has obtained the desired
objectives and seek suggestions for the
improvement of future individualized staff
development activities

Evaluating Staff Development Programs

Competes

There are several ways in which you may evaluate
the effectiveness of your staff development pro-
gram Consider first the timing of the assessment.
Your needs assessment has already indicated the
area of concern for staff development. To measure
the degree of skill and knowledge deficiencies
you may wish to develop a pretest specifically to
the participant outcomes of the staff develop-
ment program You may use questionnaires.
knowledge or achievement tests, observations,
and demonstrations to measure the degree of
skill deficiency Questionnaires will allow the par
ticipant to express opinions and attitudes about
the personal value of the inservice activities.
Cognitive or achievement tests will measure
whether or not they gained the necessary knowl-
edge to perform the competencies identified for
the staff development activity. Observations can
illuminate the missing required sequence and
combination of skill and knowledge.

A second form of evaluation would be one of
process This would take place during the inser-
vice training activities Your purpose would be to
ensure that the activities are being conducted
according to your staff development plan This
ongoing evaluation will also help determine the
most effective activities and most important can
serve as a red flag indicator .)f when something is
going wrong in the inservice activity

A third form of evaluation would be conducted at
the end of the staff development program You

25

would utilize any of the before mentioned means
of evaluating to see if your staff participants met
the required outcomes stated in the objectives of
the inservice activity.

A final form of evaluation would be a follow-up
activity to be conducted a few weeks to several
months after the staff development activity. This
would ensure that the participant retained the
required outcomes, communicate the importance
of the activity, and bring to your attention weak-
nesses noted after the staff development pro-
gram's aura has worn off.

When selecting your procedures and instruments
keep in mind that the instruments should be as
short as possible and should address specific
program objectives. Your instruments should be
easy to understand and administer. Collect the
least amount of information necessary for evalu-
ating the achievement of stated objectives. Good
ethical practices should be employed in the use
of all information gathered on the participants.
Your results should be tabulated, analyzed, and
reported to the participants as soon as possible
after the staff development program.

Module CG E-1, Evaluate Guidance Activi!ies
contains suggestions on conducting evaluation
which would apply to the staff development com-
ponent Sample 6 is an example of a short survey
to assess a workshop session with specific goals
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Sample 6

Survey of Workshop Session's Effectiveness

Please circle the number that best describes your opinion for each item.

1 - Excellent
2 - Good
3 - Neutral
4 - Poor
5 - Bad

The specified objectives for the workshop were: 1 2 3 4 5

The atmosphere in the workshop was: 1 2 3 4 5

The morale of the workshop participants was: 1 2 3 4 5

The overall design of the workshop was: 1 2 3 4 5

The concern and awareness that the staff showed toward the
participants was: 1 2 3 4 5

The way in which the participants could influence the direction
of the workshop was: 1 2 3 4 5

The use of material and human resources during the workshop was: 1 2 3 4 5

The handling of conflicts during the workshop was: 1 2 3 4 5

The learning activities used during the workshop were: 1 2 3 4 5

My overall rating of the workshop is: 1 2.3 4 5

What activity did you enjoy most?

What activity did you enjoy least?

What changes would you make in the workshop content or organization?

To what extent did the workshop meet your needs?

What didn't you learn that you felt you needed?

How will things you learned in the workstv; help you to be more effective?

,,urnmary your staff development program
provide maximum professional growth for

the p,irtir !pants It should he related directly to
tht, program and to the needs and

,!,. t yrrur ',tall Patti( ipation should he

encouraged and even given special recognition
or reinforcement whenever possible Sound evalu-
ation and follow-up will give the visibility needed
for the continuation of a career guidance staff
development program
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Learning Experience 1
Determining Needed Staff Development Competencies

OVERVIEW

COMPETENCY Determine the competencies needed by staff members to
implement a comprehensive career guidanCeproOrep1.:,;

READING Read Competency 1 on page 7.

INDIVIDUAL
LEARNING
OBJECTIVE

INDIVIDUAL
ACTIVITY

INDIVIDUAL
FEEDBACK

GROUP
LEARNING
OBJECTIVE

GROUP
ACTIVITY

!,,

Identify five competencies that are importipt
current job position and state one melon Wit
each.

Select five competencies that are important for
current job.

,r)

,,*

" .. ";

Check to be sure you have selected five ImpOrte
tencies for your job role and have stated a reasdn fly fibti
each.

," ,
.4"

IN,"1:

4

.1. .

Develop a list of career competencies nee led by your staff in
implementing a comprehensive career pr ram.

Select a list of career guidance competencies needed for your
staff in implementing a comprehensive career guidance
program.
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INDIVIDUAL
ACTIVITY

Select five competencies that are important for you in your
cjrrent job.

In this activity you will learn how to select competencies that are important for your career guidance
program

Review the wading for Competency 1 on page 7 As you read, note that--

1 a first step in planning staff development activities is identifying the competencies that are
important for your program:

2 when listing important competencies consider (a) the goals of your program. (b) special needs
and characteristics of your program participants, and (c) the job roles of your staff:

3 a good first step to take when developing a list of competencies is to look at competency lists
developed by others including national projects. professional associations, and local and state
governmental agencies. and

4 after you have selected competencies from existing competency lists, review your list, and add
additional competencies that you feel are important to you.

Now complete the worksheet titled Important Competencies. Follow these steps:

1 Read each of the competencies on the Competency List on pages 7-10. As you read, put a check
beside each competency which you feel is important for your career guidance program.

2 Review each of the competencies which you have checked. Select the five competencies which
you feel are particularly important to your program.

3 Record the five competencies you have selected on the worksheet Important Competencies and
give one reason why you selected each of the competencies

28



Worksheet

Important Competencies

Competency and Its Number Reason Why Competency Is Important

1

2

3

4

5



INDIVIDUAL
FEEDBACK

Check to be sure you have selected five important compe-
tencies for your job role and have states a reason for selecting
each.

Review your worksheet Important Competencies to he sure that you have--

1 listed the numbers for the five important competencies that you have selected from the Compe-
tency I rst and

stated one reason why you think each of the five competencies is important for your program

GROUP
ACTIVITY

Select a list of career guidance competencies needed by your
staff in implementing a comprehensive career guidance
program.

Note: I he following outline is to he used by the workshop facilitator

Facilitator's Outline Notes

A Starting Point

Tall participants that they will he
working together in small groups to
share the competencies they selected
in the Individual Activity

;) Divide participants into groups of
approximately six people each

Have participants complete the
Individual Ac tivrty

Ei ',haring Information

Tall parth.ipants to shree the five
nmpetencies which they selected

being important

It is preferable to have members of each group
represent the same career guidance progra n
Tell participants to note their groups as they
will remain in the same groups for other group
activities

30



Facilitator's Outline Notes

2 Ask the recorder for each group Zo
record all of the competencies
selected by each of the group mem-
bers on the Team Competency List
on page 33 Have the recorder put a
check each time the competency is
mentioned by a group member

C Develop a Team List

1 Have the team review the list after
the individuals have listed their
competencies to see if it is complete

2 Tell the groups to add new compe-
tencies if they wish

D F eedback

1 Review the importance of develop-
ing a master list of competencies as
a first step in planning a staff devel-
opment program

2 Encourage the team to review their
list and i,dd to it in the future as
needed



NOTES
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Handout
Group Number

Team Competency List

List the numbers of the competencies that your group has selected from the Competency List.

List any new competencies that your group has identified as important for your program.

33



NOTES

34

3 9



F"itere," e'

le",2,;' .

op,
. "

.114

4

115412M*1(12q0 rfearititeggrtiVbfW.11ii'
f ,mK si 4:14`), P' lltrete, ',

I

I
,

4

t 14

.(14 4.1' 4,$' ,,l,{ '1 i

1 a4 21 & l':;4.: ,' : , A , , , , 0 ,

:1t4 ''. e lir, 4'4,' 't
.,1 , .4)* fl,r .'"ll l's. '

, -, :f f V V.' i'.,,
,,,, 1,..: "I, 4111.. ..',:.' ?;°' ..; ,e,'.1.

, t .,-, : 4 t 4 '';'1;
70

./f.

1e' ,,,it,' ./.' -,,, .4. ' ' . -

f i 4 .. , SI.,,/, >. 'f .1 , t
, ea Q .X., ''' " 4 r

,1 r r . .1, i , 41

it 0
1.. ift,.,,,it.,,,<,,ii:;1,,:,,r,..ky .. r; :-:. '','''''' "t e , ,,i :

t

Z)

,

';i4t ,;,4 .

r

; 1 , L,
,1

Zriiie 4%Z1;;

, ,



INDIVIDUAL
ACTIVITY

Identify five -109h need Veining competencies.

In this activity. you will identify five competencies for which you have a high need for further training

Review the reading for Competency 2 on page 10. As you read. note the following:

1 Once you have identified the competencies that are important for implementing your program,
you need to assess your staff's current level of competence on these competencies.

2 You c.in assess this by administering needs assessment interviews and written instruments:
eviewing organizational goals, plans, and staff records; and making personal observations.

3 The Guidance Personnel Competency Survey is an example of one method of assessing staff
needs for training

4 I he results of your staff needs assessment can indicate (a) areas where training is not needed, (b)
(yeas where training is needed by a group of staff, and (c) areas where training is needed by only a
few staff

Now you will complete the worksheet Guidance Personnel Competency Survey to identify your five
highest inservice Naining needs.

1 Rate both the importance of each competency for you and your need for inservice on the
competency

2 Whrn you have completed the survey, review the items that you rated 4 or 5 on importance and 4 or
5 on need for inservice From these items, select the five that seem to be the highest need for you.
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Worksheet

Guidance Personnel Competency Survey

The following statements describe possible guidance personnel competencies (skills needed for a career guidance program).
Please respond twice for each statement First, indicate (by circling 1, 2, 3, 4, or 5) how important the competency is for a
career guidance program. and, second, indicate by circling 1. 2, 3, 4, or 5) how much inservice help you need to develop thecompetency

Importance Guidance Personnel Competency Need for Inservice
None Little Some Much Great None Little Some Much Great

1 2 3 5

1 2 3 4 5

1 2 3 4 5

1 2 3 4 5

1 2 3 4 5

1 3 4 5

1 2 3 4

1 2 3 4 5

1 Knowledge of sources of educational/vocational
information

2 Ability to relate test scores to occupations and
explain the rationale for the relationship.

3 Ability to use career materials, F,ich as games
and kits. in career guidance

4 Ability to communicate about career guidance
program to the administration

5 Ability to integrate placement activities with
available systems and career guidance.

6 Knowledge of current career opportunities as
they relate to minority groups.

7 Ability to help teachers integrate career devel-
opment into the curriculum

8 Ability to coordinate career guidance programs
with curriculum. instruction, and other student
personnel services.
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Importance Guidance Personnel Competency Need for Inservice

None Little Some Much Great None Little Some Much Great

1 2 3 4 5

1 2 3 4 5

1 2 3 4 5

1 2 3 4 5

1 7 3 4 5

1 2 3 4 5

1 3 4 5

1 2 3 4 5

1 2 3 4 5

1 'el 3 4 5

1 3 4 5

1 3 4 5

9. Ability to interpret results of program evaluation
to staff, parents, students and community.

10 Knowledge of current career opportunities as
they relate to women.

11. Ability to develop a system for working with
parents regarding educational and occupational
planning for their children.

12 Ability to collect, synthesize, and disseminate
information about careers.

13 Ability to accurately organize and maintain stu-
dent data in files.

14 Knowledge of the role of the decision-making
process in career development.

15 Ability to relate appraisal data to the total school
instructional program.

16 Knowledge of information concerning post-
high school job placement and school
selection.

17 Knowledge of effective public relations
techniques

18 Ability to plan and implement teacher inservice
for career education programs.

19 Knowledge of the career needs of exceptional
children

20 Ability to select, organize, and classify
materials for a career resource center
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Importance Guidance Personnel Competency Need for Inservice
None Little Some Much Great None Little Some Much Great

1 2 3 4 5 21. Ability to design and conduct classroom career 1 2 3 4 5
guidance activities.

1 2 :3 4 5 22 Ability to write measurable objectives for the 1 2 3 4 5
guidance program.

1 2 3 4 5 23. Ability to help teachers relate course work to 1 2 3 4 5
student's future life planning.

1 2 3 4 5 24 Knowledge of instruments available for 1 2 3 4 5
measuring of vocational development.

1 2 3 4 5 25. Abilty to design a system to evaluate career 1 2 3 4 5
guidance objectives.

( art pr iimpotf.r1( y
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INDIVIDUAL, Check if you have identified your five priority needs for
training

Review your Guidance Personnel Competency Survey to be sure that--

1 you have rated each item in terms of importance and of need for training. and

2 you have selected five competencies that you rated high both in terms of importance and need for
training

GROUP
ACTIVITY tiatiet * small group's list of high need for training competencies:.

Note: The following outline is to be used by the workshop facilitator

Facilitator's Outline Notes

A Starting Point

1 Indicate that the participants will
work in the same groups which they
were in for Learning Experience 1

2 Have participants complete the
Individual Activity

B Sharing Information

1 Tell participants that they will share
and tabulate the results of their indi-
vidual Guidance Personnel Compe-
ten,:y Survey

2 Have the groups report on one item
Ott a time While they report on each
'trill the recorder tallies the par ici-
o,inty; ratings for both importance
rnri 'wed for training on the hand-
rail -',ornmary of Team Training
Nee+, on pwin 43
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Facilitator's Outline Notes

3 When participants have reported
their rating for each competency,
the recorder should total the num-
bers of 4 or 5 rating for each com-
petency on both importance and
need for training

C Summarize Need for Training

1 Have the group look at the results
and cluster the competencies into
three groups (a) very low scores- -
little need for training. (b) middle
range scores -- individual training
need. and (cr high score--group
training need

2 Have groups report on their high
score training needs.

3 Reinforce the idea that the results
of needs assessment can indicate
(a) areas where training is not
needed. (b) areas where training is
needed by a group of staff. and
(c) areas where training is needed
by only a few staff members
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Competency
Number None

Summary of Team Training Needs

Little
Importance

Some Much Great Total None Little

Handout
Group Number

nservice Need
Some Much Great Total

1

2

3

4

5

6

7

8

9

10

11

12

13

14

15

16

17

18

19

20

21

22

23

24

25
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Learning Experience 3
Identifying Sources for Staff Development

OVERVIEW



In this activity. you will identify sources of staff development. Review the reading for Competency 3 on

page 14 As you read note the following:

1 There are many different types of sources of staff training help available including current staff
members, community members or agencies, colleges and univerf.ities, professionals, business
and industry, professional organizations, commercial firms and outside consultants, local and
county governmental agencies, and state governmental agencies.

2 When selecting staff training sources, it is a good strategy to start with the resources close to
home that are easily available to you.

3 It is important to consider the advantages and disadvantages of the different types of staff
resources before selecting one for a specific staff development program.

Now complete the worksheet Staff Development Sources by listing one source that is actually available
to your program under each of the categories
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Worksheet

Staff Development Sources

1 Current staff members

2 Community members or agencies (JTPA, state employment services, mental health, local educa-
tion institutions, etc )

3 Colleges and universities (courses, staff members)

4 Professionals

5 Business and industry

6 Professional organizations (conferences, position paper publications, workshops)

7 Commercial firms and outside consultants

8 Local and county governmental agencies

9 State governmental agencies
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INDIVIOUAIP
FEEDBACK

Cf1(0411, W. tletlitt at least one Staff develop-
WASPIt f' 100 04 stiff devaloPMent sources
',Oategoilili. '

Review your worksheet Staff Development Sources to be sure that-

1 you have listed one example for each type of source, and

2 the sources you have listed are actually available to your program.

GROUP
ACTIVITY

%VOrk- devel9P master Ilitlittftf,stoff devil.
Opstioarit Scia aes their. actually,aveglabla tOyOur program.

Note: The following outline is to be used by the workshop facilitator.

Facilitator's Outline Notes

A Starting Point

1 Have participants work in the same
groups that they were in for the pre-
vious learning activities.

2 Have participants complete the
Individual Activity

B Sharing Information

1 Tell participants that they will be
sharing their staff development
sources and developing a master list
for use in planning staff develop-
ment for their program

2 Have the group start with the first
category. current staff members. and
Oiiiro staff resource ideas

3 Have the group discuss the advan-
tages and disadvantages of each
rer;otir CP
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Facilitator's Outline Notes

4 Have the group continue this pro-
cess for each of the other staff
development sources

C Sumrnarizirig Staff Development
Resources

1 Review the idea that there are many
types of staff development sources

2 Indicate to the groups that they have
now developed an initial list of staff
development sources that they will
want to expand in the future.

3 Emphasize the idea that it is impor-
tant to evaluate the advantages and
disadvantages of each staff devel-
opment source for the participant's
program needs.

D Preparing for Learning Experience 4

1 Tell the group that they need to
identify one high-need competency
for use in the next activity

2 Have each group examine the hand-
out Summary of Team Training
Needs. which they completed in
Learning Experience 2 They should
select one competency that the
group needs

The recorder continues to list activities for
each area
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Learning Experience 4
Developing a Staff Development Plan

OVERVIEW

COMPETENCY Develop a detailed plan for a staff development session that
includes needs of participants competencies to be addressed,
date and time of session, general content, goals, r. ojectIves,
learning activities, references, equipment and materials, and
evaluation procedures.

9EADING Read Competency 4 on page 18.

INDIVIDUAL
LEARNING
OBJECTIVE

INDIVIDUAL
ACTIVITY

Develop a detailed plan fora competency including a goal,
objectives, procedures, and evaluation.

Develop a plan for a competency.

INDIVIDUAL Check to see if you have a clearly stated plan that includes a
FEEDBACK goal, objectives, procedures, and evaluation.

GROUP
LEARNING
OBJECTIVE

GROUP
ACTIVITY

Develop a group plan for staff development related to the
competency that your group has selected.

Work in a small group to develop a group plan for a staff
development program.
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INDIVIDUAL
ACTIVITY

Develop a plan for s competency.

In this activity you will be developing a plan for a staff development activity to help staff improve, ti r it
skills related to one career guidance staff competency

Review the reading for Competency 4 on page 18 As you read, note that a staff development plan
should be specific and realistic in terms of your program setting and resources

Review the Staff Development Checklist to gain a clearer understanding of some principles that guide
your planning of staff development activities

Review the Sample Staff Development Activity Plan Note that a staff development plan should
include

1 a goal statement that reflects the staff development competency on which the training will focus:

2 several objectives that state the specific skills and knowledge which the staff will achieve as a
result of the training.

3 a complete oescription of the procedures that will be used during the training, including what will
he done and who will be responsible for doing it: and

4 a description of the procedures that will be used to evaluate the staff development activity

Now complete the worksheet Staff Development Plan Follow these steps

1 List the competency selected in Learning Experience 3 or another one of high need

2 Restate the competency to make a goal statement and list the statement on the form

3 Develop two to four specific objectives related to the goal statement and list them on the
worksheet

4 Describe the procedures that you think could be used during the staff development activity (You
might want to review Learning Experience 3 when developing these activities )

5 Develop some procedures that you think might be used to evaluate the staff development activity
and list these on the foini (Do not design the actual evaluation instruments at this point You will
he doing that during Learning Experience 6 )



Worksheet

Staff Development Plan

Competency

Goal

Objectives

Procedures

Evaluation



INDIVIDUAL
FEEDBACK

Check to see if you have a clearly stated plan that includes a
goal, objectives, procedures, and evaluation.

Review your worksheet Staff Development Plan to be sure that you have--

1 ,dated your goal clearly.

listed two to four objectives which describe specific skills and/or knowledge which the staff will
gain

dear fihed the learning activities including what will be done and who will do it, and

4 ,-,(Iggosted procedures that can be used to evaluate the staff development activity

GROUP
ACTIVITY

Work in a small group to develop a group plan for a staff
development program.

Note: The following outline is to be used by the workshop facilitator

Facilitator's Outline Notes

A Starting Point

1 roll participants that they will he
working together in small groups to
,,hare the staff development plans
that they develop in the Individual
A( tivity

have par II,. want!, (:()mplete the
Individual A( tivity

Fi `;hineu inforniaion

I1,0,0 pdttli ,,hare their pro-
lin di-o.inpnient plant;

tht (Irmo) discuyi tt-le plans in
,ippworiateney, for rrioir

Lift ( re-,otirce,; required
.11« r of each plan
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Facilitator's Outline Notes

3 Ask each group to select one plan
that seems promising for further
development

C Developing a Group Plan

1 Be sure that each group has selected
one individual plan for further
development

2 Tell the groups to review the plan
and try to make it more specific and
practical wherever possible

3 Tell each group to select a recorder
to record the revised plan on hand-
out, Group Staff Development
Activity Plan on page 57

D Feedback

1 Review the elements of a stiff
development activity plan (a) goal.
(b) objectives. (c) procedures. and
(d) evaluation

? Review the group plan for each group
and give suggestions about how to
make it more specific and complete.
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Group Staff Development Activity Plan

Competency

Handout

Goal

Objectives

Procedures

Evaluation
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Learning Experience 5
Designing an Individualized Staff Development Plan

OVERVIEW

COMPETENCY Dostribohe.StiktiiStOif 0.4101stiii to
0040 .100:1,141110,01 an citielfsgotp

READING

INDIVIDUAL
LEARNING
OBJECTIVE

INDIVIDUAL
ACTIVITY

INDIVIDUAL
FEEDBACK

GROUP
LEARNING
OBJECTIVE

GROUP
ACTIVITY

Div* fop
compitency,t4,

0044104;

ChookiiNif
*ping you!' in

Revise your Individual Staff Development Ptanbeiled On input
you receive from another sirticipant.

Work with another participant to critique each other's Individ-
ual Staff Development Plan and revise your own plan based on
the critique.
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INDIVIDUAL
ACTIVITY

Develop a plan for increasing skills related to a selected
competency.

Id this activity you will select a competency and develop an individual staff development plan to help
you improve your skills re' ted to that competency

Fievluw the wading for Competency 5 on page 24 /V-; you read, note the following

1 Staff development may be conducted on a group or individual basis

2 f he steps in developing an individual staff develop plan include--

determining needed competencies.
h as,;essing current skill level on needed competencies
c establish ng a date for improving shills and knowledge.
d identifying resources that can be used,
e establishing individual staff development goals.
f developing individual objectives.

g identifying specific learning activities,
h providing references and resources.

providiny equipment and materials.
j designing and using evaluation, and

k conducting follow-up

Now complete the worksheet Individual Staff Development Plan Review your individual rqf ings on the
Guidance Personnel Competencies Survey from Learning Experience2 Select one of you; .e highest
rated competencies for this activity and write it on the worksheet.

60



Worksheet

Individual Staff Development Plan

Comp,Aency

Individual Staff Development Goal

Individual Staff Development Objectives

Date When Objectives Will Be Met

Individual Learning Activities

References and Resources Needed

Equipment arid Materials Needed

Ev;illiation Plan
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INDIVIDUAL
FEEDBACK

Check to see if you have followed the important steps in devel-
oping your Individual Staff Development Plan.

Review your worksheet Individual Staff Development Plan, to he sure that--

1 you feel confident that the competency you have selected is both important and is one in which
you need to improve your skills, and

2 you have designed each of the steps in your Individual Staff Development Plan as thoroughly as
ossible

GROUP
ACTIVITY

Work with another participant to critique each other's Individ-
ual Staff Development Plan and revise your own plan based on
the critique.

Note: The following outline is to be used by the workshop facilitator.

Facilitator's Outline Notes

A Starting Point

1 Tell the participants that for this
activity they will work in pairs

2 Have them select a partner for the
activity

3 Have participants complete the
Individual Activity

B Sharing Information

1 Have one of the participants share
his or her staff development plan
with his or her partner

;) Have the partner critique the plan
and give suggestions about how the
plan might he improved

3 Have the partners reverse roles

If necessary, some participants can work in
groups of three.
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Facilitator's Outline Notes

C Revising Individual Staff Development
Plans

1 Have the participants revise their
Individual Staff Development Plans
based on the feedback they have
received from their partners.

2 Have partners exchange their revised
plans for review

D Feedback

1 Review the participants revised
plans

2 Indicate that Individual Staff Devel-
opment Plans are a major way of
providing training in competencies
which are a high need for only a few
members
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Learning Experience 6
Evaluating Staff Development Programs

OVERVIEW

COMPETENCY Evaluate the program's staff development effort in terms of
participants' progress and the impact of the effort upon the
agency, and make appropriate modifications.

READING Read Competency 6 on page 25.

INDIVIDUAL
LEARNING
OBJECTIVE

Develop an evaluation activity to measure the extent to which
you have achieved your individual staff development objec-
tives that you developed during the last learning experience.

INDIVIDUAL Develop an evaluation plan for your individual staff develop-
ACTIVITY ment activity.

INDIVIDUAL
FEEDBACK

Check to see if you have followed basic evaluation principles
in developing your Individual Staff Development Evaluation
Plan.

GROUP Revile your Individual Staff Development Evaluation Plan
LEARNING based on input you receive from another participant.
OBJECTIVE

GROUP
ACTIVITY

Work with another participant to critique each other's individ-
ual Staff Development Evaluation Plan and revise your Own
plan based on the cr:tique.
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INDIVIDUAL
ACTIVITY

Develop an evaluation plan for your individual staff develop
merit activity.

In this activity you will develop an evaluation plan for your individual staff development plan developed
in Learning Experience 5

Review the read.ng for Competency 6 on page 25 As you read, note the following:

1 There are four basic types of evaluation

a Pretest is an objective procedure for measuring the need for training related to a competency

h Process evaluation measures how effective a training activity was and provides suggestions
tor revision of the training activity.

c :.utcomP evaluation measures the extent to which the staff development objectives were
achieved

d Follow-up measures the extent to which the outcomes of training were achieved and provides
further information about how to revise the staff development activity.

7 An adequate staff development evaluation plan provides procedures for conducting all four types
of evaluation

Now complete the worksheet Individual Staff Development Evaluation Plan. Follow these steps.

1 Develop a plan for process evaluation which includes information about how effective your staff
development activities. resources, and materials were in helping you meet the objectives

Develop a plan for outcome evaluation and record it on the worksheet This should include
information about how much you have increased your skills during the individual staff develop-
ment activity

3 Develop a follow-up plan for your individual staff development activity This should include
.riformation about how you will evaluate your skill improvement several months after you have
.,mpleted the n.otivity
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Worksheet

Individual Staff Development Evaluation Plan

Competency

1 Process Evaluation Plan -- evaluation of the effectiveness of your individual staff development
d( tlVlt if ";

2 Outcome Evaluation Finevaluation of the extent to which you have improved your skills related to
the competency

up Evaluation Planevaluation of the extent to which you have maintained your improved
kills ,-;pvoral months after you have completed the activity
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INDIVIDUAL
FEEDBACK

Check to see if you have followed basic evaluation principles
in developing your Individual Staff Development Evaluation
Plan.

Review your wocksheet Individual Staff Development Evaluation Plan to be sure of the following

1 You have developed evaluation activities that will provide process. outcome. and follow-up
information They should he specific and ready to use during your individual staff development
activity

2 You are prepared to share your evaluation activities with a partner during the group activity.

GROUP
ACTIVITY

Work with another participant to critique each other's Individ-
ual Staff Development Evaluation Plan and revise your own
plan based on the critique.

Note: The following outline is to be used by the workshop facilitator.

Facilitator's Outline

A Starting Point

Notes

1 Tell the participants that for this
activity they will work in pairs

Have them select a partner for the
activity

3 Have participants complete the
Individual Activity

Sharing Information

1 Have one partner share his or her
evaluation plan with the other person

'aye the partner critique the evalua-
tion plan arid givt, ,qciostions about

iw to) implove the plan

14,1V(' th(' II'Vf.N.0 ("

If necessary. participants can work in groups
of three

Try to use the same pairs which were used in
Learning Experience 5

Circulate to he sure that the participants are
designing specific evaluation procedures le q
test items questionnaires inter lew questions.
behavior samples. etc 1
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Facilitator's Outline Notes

C Revising Evaluation Plans

I Have partners revise their evalua-
tion plans based on the feedback
they have received from their partner

2 Have partnersexchange their revised
plans for review

1) Feedback

I Review the participants' revised
plans

2 Review the four types of evaluation
including (a; pretest, (b) process,
«.) outcome. and (d) follow-up

3 Stress the idea that these types of
evaluation are needed in both indi-
vidualized and group star! develop-
ment programs
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EVALUATION

PARTICIPANT SELF-ASSESSMENT QUESTIONNAIRE

1`4,irrie (notional)

Position Title

Agency Setting (Circle the appropriate number)

3 Date

4 Mo011if` Number

fi Elementary School 10 JTPA 14 Youth Services 18 Municipal Office
7 (4.( undar y ',(-h()01 11 Veterans 15 Business Industry 19 Service Organization

P)stse«indar y Sr hool 12 Chinch Management 20 State Government
College University 13 Correct ons 16 Business'Industry Labor 21 Other

17 Parent Group

Workshop Topics

PREWORKSHOPNEED FOR TRAIN-
ING Degree of Need (circle one for
each workshop topic)

1 Identifying specific competencies which
are important to you in your current Job
position

2 Developing a list of competencies needed
by your staff in implementing a compre-
hensive career guidance program.

3 Identifying competencies for which you
have a high need for training

4 Developing a group list of competencies
which are high need for training

5 Identifying sources of staff development
which are available to your program.

6 Developing a comprehensive group list
of staff development resourci s

7 Working individually to develop a staff
development plan for a selected
competency

8 Working in the group to elaborate upon
a staff development plan for a selected
competency

q Developing an individ-llized staff devel-
opment plan for a competency which
you have selected

10 Working with a partner to receive feed-
back about and revise your individual
staff development pi; n

POSTWORKSHOP MASTERY OF
TOPICS Degree of Mastery (circle
one for each workshop topic)

... 4
,C. ,4 acJ e

g,
e0 4.0

co

e0
co

r.r ek
4

40N. it.., coo 00
o 49

04

0 1 2 3' 4 0 1 2 3 4

0 1 2 3 4 0 .1 2 3 4

1 2 3 4 0 1 2 3 4

0 1 2 3 4 0 1 2 3 4

0 1 2 3 4 0 1 2 3 4

0 1 2 3 4 0 1 2 3 4

0 1 2 3 4 0 1 2 3 4

0 1 2 3 4 0 1 2 3 4

1 2 3 4 0 1 2 3 4

1 2 3 4 0 1 2 3 4
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11 f)..PVP.I (11111111 Crn 4,V,1111,111011 plan for your
individualized staff development plan

12 Working with a partner to receive feed-
back about and revise your evaluation
plan

Overall Assessment on Topic of Conduct
Staff Development Activitte3

Comments:

0 1 2 3 4 0 1 2 3 4

0 1 2 3 4 0 1 2 3 4

72

7



Trainer's Assessment Questionnaire

Date Module Number

Title of Module

Training Time to Complete Workshop hrs min

Rirlwipalll Characteristics

Number in Group Number of Males Number of Females _.__

DistriturbOrr by Position

Elementary School Youth Services

Secondary School Business/Industry Management

Postsecondary School Business/Industry Labor

College/University Parent Group

JTPA Municipal Office

Veterans Service Organization

Church State Government

Corrections Other

PART I

WORKSHOP CHARACTERISTICSInstructions: Please provide any comments on the methods and
materials used both those contained in the module and others that are not listed Also provide any
comments concerning your overall reaction to the materials, learners' participation or any other
pirotive or negative factors that could have affected the achievement of the module's purpose.

1 Methods (Compare to those suggested in Facilitator's Outline)

Mdtpridis (Compare to those suggested in Facilitator's Outline)

Herr tow (l);irticipant reaction to content and activities)
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PART II

WORKSHOP IMPAC Instructions: Use Performance Indicators to judge degree of mastery (Com-
plete responses for all activities Those that you did not teach would receive 0

Group's Degree of Mastery

Not Little Some
Taught (25 °'o or less) (26%50%)

Good
(51°,0.750))

Outstanding
(over 75%)

Note: Circle the number that best reflects your opinion of group mastery.

Learning Experience 1
Group 0 1 2 3 4

Individual 0 1 2 3 4

Learning Experience 2
Group 0 1 2 3 4

Individual 0 1 2 3 4

Learning Experience 3
Group 0 1 2 3 4

Individual 0 1 2 3 4

Learning Experience 4
Group 0 1 2 3 4

Individual 0 1 2 3 4

Leaoing Experience 5
Group 0 1 2 3 4

Individual 0 1 2 3 4

Learning Experience 6
Group 3 1 2 3 4

Individual 0 1 2 3 4

Code:

Little: with no «mcorn for time or r irf irmstances within training soiling if it appoins that loss than 2!)", of tho leathers
hiovor1 what was intondorl to ho achievor1

Some: v. th «)nr orn for limo or rut rinistancos within ton training silting if it a ppoa, s tt it loss than r low to hall of
ton !Pal ;not ,if hlovod tor' Iparrling f.xtiorion,

Good: with r.( «in( ern for tinif nr ( irr unistam e; within the tralmori silting if it arpoars that 500. hav, at Illevorl
tort

Outstanding: It rrAn of loarnors ru,rstorod trio r ontent as oxi.or- tort
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PART III

SUMMARY DATA SHEETInstructions: In order to gain an overall idea as to mastery impact
rr hieveri acro.,s the Learnino Experiences taught, complete the following tabulation Transfer the
number for the ,Iegree of mastery on each Learning Experience (i e . group and individual) from the
Work -,hop Impact torm to the column% below Add the subtotals to obtain your total module score

GROUP INDIVIDUAL
I earning Expt.rience Learning Experience

1 ,,core ( 1 -4) 1 score (1-4)

7 score (1 4) 2 score (1-4)

3 -wore (1 4) 3 score (1-4)

4 score ( 1-4) 4 score (1-4)

r) score ( 1 -4) 5 score (1-4)

( 1 4) 6 score (1-4)

Total Total
(add upi (add up)

Total of the GROUP learning experience scores and INDIVIDUAL learning experience scores
Actual Total Score Compared to Maximum Total'

'Maximum total is the number of learning experience:, taught times four (4).
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Performance Indicators

As you conduct the workshop component of this training module. the fac.litatoi ; outline will suggest
individual Or group activities that require written or oral responses The following list of performance
indicators will assist you in assessing the quality of the participants' work

Module Title Conduct Staff Development Activities

Module Number CG B-4

Group Learning Activity Performance Indicators to Be Used for Learner Assessment

Group Activity Number 1

ist career guidance competen-
cies needed by team's program
staff to implement a comprehen-
sive career guidance pr gram

1 Is the list comprehensive"

2 Did the group select competr ncies from existing competency
lists9

3 Did the group add new competencies which are important for
their program'?

4 Do the group membe. . agree with the competency list9

Group Activity Number 2

Develop a list of competencies for 1 Has the group completed the handout Summary of Training
which training is needed Needs'?

Group Activity Number 3

Devehip of .aaff develop-
ment ,,our( which are available
to the team s program

2 Were all individual participants' ratings considered when
completing the training summary form9

3 Are the training needs summarized as (a) no need. (h) individ-
ual need, and (c) group need9

1 Is there a master list of resources?

2 Are specific sources listed for each of the nine source
categories?

3 Can the team confirm the aya.lahrlity of the sources?
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Group Learning Activity Performance Indicators to Be Used for Learner Assessment

Group Activity Number 4

Develop a staff development plan 1 Does the group have a plan?
for one competency

Group Activity Number 5

Develop revised Individual Staff
Development Plan

2 Does the plan describe a goal. objectives, procedures, and
evaluation?

3 Is the plan specific enough to guide the staff development
activity?

Has the individual plan been revised?

2 Does the revised plan contain a goal, objectives, target date,
learning activities. references and resources, equipment and
materials, and evaluation?

3 Does the participant feel comfortable with the plan?

4 Is the plan complete enoug:i to be followed?

Group Activity Number 6

Develop a revised evaluation plan 1. Has the evaluation plan been revised?
for an Individual Staff Development
Plan 2 Does it include process. outcomes and follow-up evaluation

procedures?

3 Are the procedures stated clearly enough to be used without
further development?
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larger document
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Development and Implementation of a Competency-
Based Training Program for Faculty and Staff.
\labia Axelrod, Hairy N. Drier, Karen S. Kimmel,
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marily for those individuals responsible for he
staff development element of a guidance pro-
gram Topics covered in the handbook include:
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Ili, for re. ra trie, handbook is (III helping pro
,1".( tiv yr(1110 .;104.1,, prepare for their staff
de,eloprnent activities III career guidance by
reviewing some basic principles of group dynam-

( (ju),rp procedures The document is
de,,.(jeed tr, ,.er ,in over VII'w to he read by

Individual workshop leaders and perhaps to he
discussed with others pr'or to the implementation
of a comprehensive staff development prow am
The handbook should he helpful to persorr, who
want to increase the,r compotenc- and confi-
dence in group leadership
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